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Searetcapial Praatioe was first tau^t in the 1930 's in the secondary 
schools of New York State. A syllabus was developed svd>sequently and 
reprinted in 1967. Iliis pid>lication is a complete revision to include the 
curricultra innovations contained in the new Office Practice Syllabus 
released in 1972. The new format is in modules v^ich can be kept in a 
three- ring, loose-leaf binder by the teacher. Each module cimtains 
d>jectives stated in tents of student performance goals and evaluation 
techniques, teaching suggestions, and content topics are all correlated. 

the fflr<bers of our advisory camnittee were: 
Thelma i4acon. Woodland Hills High School, Hartsdale 
Vivian Merritt, Delaware County BOCES, Walton 
Julian Milkes, Northport Hi^ School, Northport 
Edda Perfetto, Nanuet Hig}i School, Nanuet 
Esther Stiles, &ay Shore High School, Bay Shore 

Although each of the above persons was involved in writing this 
Syllabus, the following should be co^ended for particular contributions: 
Ihelaa Macon for Stenographic Skill Develojasent and The In-Basket 
Tedmique 

Edda Perfetto for Related Secretarial Procedures 
Julian Milkes and Esther Stiles for Office Simulation 
Vivian Merritt fdr Job Seeking 

H^art H. Conover, Chief, and Elton T. Mur^y, Associate, of the 
Bureau of Business Etfascation and Alvin E. Rid}in, Associate, of the Bureau 
of Secondary Curricultffi I^velojn^nt were responsible for the editorial 
dianges and other decisions whidi have resulted in this Syllabus in its 
present form. 

Constructive criticism will be welcMied fr«n teachers »^o use this 
Syllabus. 



G. Earl Hay» Sup&roUov 
Vocational Curriautm Unit 
Bureau of Seoondcopy Cupriaulm 
Devetopnent 



Gordon E. Van Hooft, DiTeotov 
division of CicriouXm Development 
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0€€i^Ltll,^ ? ,?v* syllabus closely approximates that used for the 
Office Practice Syllabus. Teachers have reported such cooolete suooort 
«^ of the Office Practice SyllabSs that 2he Si??ee^ 

cupred ifflsediately that the aoAilar fbr»at should be re^ed. 

are 1^ fill ^^^^^''If V"^^ ^V^""^^ ^® Secretarial Practice 

are, in fact, identical to those in Office Practice. This reflects thl 

J^li^l secretarial Practice, like Office Practi';, ISjJerS a 

^« developaent of the 

secretarial skills, introduces students to a nui^er of related office 

Content of most of the modules has been structured in three levels 
^/I?;^?! r*^"^^ "«P? to <=ont«»t master/ as the student moves frcai 
2ve? ll^ I '^^ behavioral outcomes specified at each 

stv?L )l l *««<*««^to accommodate varying student learning rates and 

5 J"^ V* sti^^t progress . The behavioral goals represent 

fis^^J^^fi!^','^"?"' "Ti^'^ considered appropriate TO^Lious 
Jeoif^^^?«i!n^**^ ^! ^'t^*^^^ ' undoubtedly 

^pendent upon local needs aii.< -conditions. Teadiers 

JSylL^'^Sf syna?^::''' '^^"^'^^ '""^'^ experience'^ 

K« particular interest to teachers of Secret&r al Practice should 
be the modules dealing with the developient of the shorthand skills The 
module dealing with Office Simulation l^ould be of equal ™ewst 

Secretarial Practice should provide opportunities for secre- 
tarial students to experience something close to factual office 
environment. Secretarial Practice teachers will certainly want to set 
aside some time for an office simulation. 

CoBBMnts fran the field as to the content and arrangement of this 
new syllabus will be welcomed as a means to its further r^L^nt 



Hobart H. Conover, chief 
Bureau of Businese Eduaation 



Robert H. Bielefeld, Direcrbov 
Divieim of ChmqHzHonal 
Sduaatim Inatruatian 
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CHAPTER I 



COURSE OBJHrriVES 

S&aVetopial PraoHoe is a finishing course for persons tiding a 
vocational stenographic curriculum sequence or a three-unit sequence in 
either stenography or machine transcription. It is basically a supervised 
laboratory course. Tt should be available to those students n^o have com- 
pleted «ie or aore years of typewriting plus nachine transcription or one 
or ffiore years of shorthand plus transcription. Its basic objective is to 
provide the added preparation needed by many high school stenographic 
majors to enable th^ to qualify for beginning positicms as stenographers 
or secretaries. A major contribution of the course is the opportunity 
provided to integrate the varied skills and important knowledges essential 
to the work of a stenographer or secretary. 

The nature of this subject necessitates that it be taught by practical 
s^plication of knwledges previously learned in English, typewriting, 
machine transcription, or shorthand and regular transcriptimi. Fiuther- 
more, an opportunity is provided for acquiring other essential skills and 
knowledges such as: operation of cossionly used office machines, filing, 
and fundamentals of data processing. The importance of varicms inter- 
personal relationships essential to successftil ea^loyment is also stressed. 

At the C(»tpletion of the course, each stud^t should be able to 
d^sonstrate practical mastery of the attitudes, knowledges, skills, and 
ideals expected of beginning stenographers or secretaries. 

MFINITION OF TERMS 

Shorthand 2 is the introductory or first-jrear shorthand course. It 
may consist of a symbol, alphabetic, conbination S3nii)ol and alphabetic, or 
machine shorthand. When offered on a single-period basis with an 
additional amount of time devoted to out-of -class study and preparation, 
one unit of credit may be offered for the successful completion of the 
course . 

Shorthand 8 is the advanced or second-year shorthand course. Wien 
Shorthand 2 is offered on a single-period basis with an equivalent ai^nint 
of time devoted to out-of-class preparation, one unit of credit may be 
granted for the successful cc^letion of the course. 

TrarnQviption is a one-half ixnit, single-period course that requires 
no out-of-class preparation. The course must be sdieduled so that it can 
be conducted in a typewriting torn or in a special transcription or 
secretarial practice room where typewriters are available for transcription 
purposes for all students. 

Maahine Trcmaoription is taught as a module of instructiwi in 
secretarial practice or office practice or as a separate one-SMiestex or 
two-semester course. When taught as a separate course 1/2 or 1 unit may be 
granted for its successful canpletion idien scheduled on a single-perf.od 
basis with regular out-of-class preparaticHi. 

Offioe SimuUHon is a teadiing technique suggested as a culminating 
activity in secretarial and office practice. The activities of a 
fjinctioning office are planned around the work assignments and job 
specifications of an actual business organization. Students experience the 
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relationships and interrelated tasks of a fimctioning business or office. 
«f o i??*. ""^.^i^ ""^^ office siaulation is included 

^^y"* Secretarial Practice 

Dtreeted op Xn-School Supendsed fhrk Esperienoe is rccoaanended as a 
s?^«?f ^ere cooperative work experience cannot be scheduled. 

Students are assigned job stations in school offices or perform office- 
clerical tasks for faculty as a culminating cwirsc activity. Separate 

granted for directed work experience scheduled as 
part of the requirements of Office Practice or Secretarial Practice. 

CoopemHve OffCae Ssi^>eHm<^ is reco^ended where a school is able 
to arrange office ^ob stations in local business establishments where 
students may be employed on a half-day basis. Special credit is granted 
for paid, stq>ervised work experience based upon the nimber of hours the 
student is ^ployed. A maximum of two units of graduation credit may 
be ^plied toward Regents graduat -►'^ requirements. 

2%e Rotation Plan is a met' of teaching individuals or small groups 
that are working on different enci^nt or projects so that the pm>iis 
rotate in the uses of equij^t or project materials in an effort to d)tain 
utilization of limited equijMient. materials, and supplies. 

The Battery Plan is a method of teaching involving all pupils working 
on the same project or type of equiisBent at the same time. Instruction is 
on a group basis rather than on a small groiq> or an individualized basis. 

Autamt%on is the process of handling clerical operations of a busi- 
ness with little human intervention once the data have been prograioaed 
into the system. ^ ^ 

Data Proi^Hng is the handling of all paper work resulting from the 
producti(m and distribution of goods and services. 

GENERAL OBJECTIVE 

the basic general objective of SeoT&tccHal Praatioe is to provide 
sj^ficioit instruction and practice in a wide variety of secretarial 

procedures so that students completing the course will be well 
qualified for initial employment as stenographers or secretaries and 
attitudinally ready for prc^otional training that will enable them to 
advance to senior stenographic and secretarial positions. 

SELECTED SPECIFIC OBJECTIVES 

hsmg the expected outC(H&es of SeapstaHal Ppoatioe are the 
following 

1. To provide instruction and si^ervised practice leading to 
increased skills in 

. reading and writing of shorthand notes, inclining the 

maintenance and improvement of shorthand and transcribing skills 
. oral transcripti<m of shorthand notes 
. typewritten transcripticm of shorthsmd notes 
. speed in copying typewritten material 

. speed of planning and typing tabulated or rough-draft material 
. typing letters artistically 

. command of the ftjndamentals and mechanics of business English 
. ability to spell accurately terras caamionly used in business 
correspmdence 

. proficiency in proofreading and error detection and correction 



To provide instruction and supervised practice leading to 
reasonable proflciencx in the use of commly used business 
madiines ai^ equijmentj, s\ich as 
. fluid, stencil, and offset duplicating aadiines 
. photocc^ aadiine 

• electric typeiirriters 

• adding/calculating machines 
. transcribing machines 
. dictating sachin^ 

. selected specialized data and word processing madiines 
To provide instn;^ion and stpervis^ practice leading to increased 
understanding of secretarial duties, knotrledges, attitudes, ai^ 
ideals, sti^ as 

. how to hoidle incoming and mttgoing sail 
. good tele^one etiqi^tte and techniques 
. how to aeet and take care of the needs of callers 
. use of ai^ropriate office referent books 
. procedures for handling aamial re^rdke^ing resp^msibilities 
. pro^dure for 9>od x«^rds retention and imag^mit 

• how to select, purdiase, store, and use office stationery and 
supplies 

• proprieties of dress and office deportx&^t 
. practices conducive to good on-tiie«jol> human relationships 

SYLLAKJS ORGANIZATION 

The coarse cmtmit of this syllalms has been divided into 12 major 
areas: 

. Advanced Typewriting 

• Oiq[>licating 

. AfUULng/Calculating Maddnes Operation 
. Madtine Transcription 
. Data Processing 

• nfflWHinicati<8i 

• Filing and Records Nanagosent 
. Human Relatims 

• Stenogrs^ic Skill Oevelqpent 
. Related focretarial Procedures 

. Office Simulation and The In- Basket Technique 

• Job Seeking and Bdiavior cm The Job 

Content in eadi of the above areas has been organized on three levels 
with specific student behavioral outcomes identified for each level. 

The principal Objective for Seemtarial Praatioe is to ccmtimie the 
develf^ment of the skill of verbatim dictaticm and transcripticm. This 
instructi«ial module, therefore, f^^d be given primary attmtiOT. It is 
recognized that not all studoits can be expected to readi the highest level 
of proficiency in eadi of the 12 major content areas. The teacher, 
therefore, must assist eadi sttident in formulating a course goal coraaen- 
surate with her exilities and interests. 

Level I in each instructional module should be covered as a basic 
requirement by all students. Furthermore, sti^ents should readi Level II 
in at least three areas and Level III in at least two content areas before 
the cfflspletioi of the shear's work. Rect^izing the iaportance of Mtivating 
eadi stti^ent to her hij^est possible level of attainmmt, these course 
standards should be considered desirable goals rather than fixed staskUurds. 



It is important that every student ct^pletlng Secretarial Practice be 
well-grounded, generally, in the knowledges and skills essential for entry- 
level stenograjAic «aploy»ent. The course should help students integrate 
«ie various knowledges and skills and bring th«i together as a fUnctiwial 
wnole. It is important, therefore, that teachers set aside tise for directed 
^^Vk*'?®!^^'^' simulated office practice, or cooperative work experience 
so that students will experience the paper flw and inter-relaticmships of 
an operating business office. *^ 

mm RELATIOjS 

Good interpersonal relationships are extro&ely iaportant to aiiv 

irJSh^f??''^'^^''? organization. Study afiTsSdy of Masons 

for job failure en^hasizes the need for good husan relati«,s. 
» devoted to Human Relations has been organized as 

a separate body of ccmtent, it is recognized that most of the ffctow 

dress, fellow employees, and jtfb per- 
formance are not learned in a vacuia. Teachers aay7t^fire. pJefer^o 
i«J!ff«^!H?P^r*"*'^*f *»«veloping positive ji* attituderindloS jLr 
relationships in a variety of carefully planned class activities. Sitii ttis 
»?!r™:4f*"**r ^'^^ the^module in its eniSij; ^tnd SSn 

^^^^ ^^e b^aviiral out^s 

delineated. Effecting attitudinal changes is difficult; teachers a~^d 
TJ:^!!''''' opportunities to work on projerts ?f JSms^iTS* 

iZ^t ^. sequences that will e^asize coope?ati<m, sensitivity to 
^CncuS^rS'omce'"' relationships of task sequences in^ 
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QiAPTER II 
AI»IINISTRATIV£ OSdSXOERATK^S 
SUGGESTED SCHEDULING PATTEW^ 

Secretarial Practice is most effective when pt^ils are sdie^led for 
class instmctiim on a do<d>le-period basis. This sdieduling provides the 
tiffie necessary for machine practice and for classrooa projects n^ich 
^>proadi those that will be encoimtered later on the job. Other scheduling 
arrangraents are dependent iq»on available classro<»i space* mit-of-class 
assignnents, teacher availability* and utilisation of par^nrofessionals for 
stitfient su^rvision during the laboratory practice periods. 

In or^r to facilitate sdieduling. Secretarial Practice can be 
offered in the following ways: 



Recon&^ded Order 





Tine 
Block 


Outside 
Preparation 


Total 
In Class 


Periods 
Cut-of Class 


l^its 


1 


Doid>le 
period 


None 


360 


None 


1 


3 


Single 
Period 


Daily 


180 


180* 


1 


2 


l>ovbl9 
Period 


Daily 


360 


180* 


Us 



*Siqp©rvised in-school work experience may be substituted for the daily 
outside preparation. 



PRBRECSJISITES 

Secretarial Practice is an advanced business course requiring certain 
basic knowledges and skills t^on enrollment. It is suggested that sti;^tents 
enrolled in Secretarial Practice 

. be in the twelfth grade 

. be interested in seeking e^loysent vprni graduation as stenogri^ers 
. have successfully ccaipleted at least a year of typewriting 
« have c<aqpleted the requir^^ts for Machine Transcription, or 

Siorthand 2 and Transcription, or be currently enrolled in 

Shorthand 2 

• be able to transcribe with reason^ le accuracy shorthand notes 
dictated at the following ainiaua rates -- 

a. 80 wpfD for those pt^ils who have c^spleted Siortiiand 2 
and Transcription 

b. SO wpm for those students who have coi^leted only 
Shorthand 1 and Transcriptioi 
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• *® transcribe mailable letters from sachlne dictation. 

if the pi^il is specialising in machine transcription 
. have the potential to succeed ultimately in a stenograjAic position 



MAJ(» SEQUENCTS AND DIPLOMA RE«;iREMENTS 

Administrators, business teadiers, and guidance perswinel should 
M^St*!!^^***^* ^«^^»^strative Handbook for Business and Office F ducation 
(1971 edition) for suggested major sequences an^ curriculums whi^'^ln^Ive — 
Secretarial Practice. 

It is recosmiended that some opportunity be provided students to 
participate in actual or simulated work experioice. A separate diapter of 
this syllabus is devoted to the various work experience arrang^ents. It 
should be noted that students who participate in supervised, cooperative 
worit experience may be granted one additi«ial unit of graduation credit 
for a minimum of 300 hours of paid work experience. Teachers and adaini- 
strators are urged to read carefully the diapter "Integrated Learning 
Experiences'" for a detailed discussion of the relative advantages of various 
work experience procedures. 

MINIMUM EQUIPMENT 

The Secretarial Practice laboratory must have facilities for developing 
skills (m a variety of basic office machines. The range of duties per- 
forated by the typical office secretary requires skills in machine trans- 
cription, recordkeeping, adding-calculating machines, filing and records 
management as well as in general shorthand and transcription. 

The following list of equija^ent is suggested for a class of 20 pupils: 
Typewritinj ^ Equipment 

One typewriter is desirable at each pupil stati<»i. Half or more 
of these machines should be electric models; and at least erne type- 
writer should be of the variety that permits varied type face and/or 
card ptmch simtlaticm. Both pica and elite type face should be 
represented. S<»Be of the typewriters should be equipped with 
carbon ribbons. 

1 Long carriage typewriter with carbon ribbon, electric 
1 Electric typewriter with varied type face should be represented 
20 Typewriter desks, adjustable as to height, preferably L-shaped 
25 Chairs for general use; adjustable posture chairs are 
recoraended 



Diyli eating Equipment 

1 Diq>licator, stencil type, electric 

1 Oi^licator, liquid or direct -process, manual or electric 
1 Oiq}Xicator, offset process, electric 
1 C<^ier 

1 Illuminated drawing board 
Letter guides 
Styli and shading screens 



Adding, Listing, and Calculating Machin^ 

1 Full -keyboard adding listing nadiine, electric 

2 Ten-key adding-listing machines, electric 

3 Calculators, printing, electric or electronic (at least one 
electrtmic) 

3 Calculators, non-printing, electxtmic or rotaxy (at least one 
electrmic) 

Dictating Machines 

6 Transcribing machines (tape, belt, disk). Include one dual- 
purpose dictation/transcription machine 
Pezmanent training records, tapes, or belts 

Filing Equiiaaent 

1 Vertical cabinet file, ^^j^ination letter size and card 

size, 4~S drawer 
1 Vertical cabinet file, 4-5 drawer, letter size 
1 Vertical cia>inet file, 4-5 drawer, legal size 
20 Card file boxes, 3x5 indies, with alj^abetic indexes 
20 Individhaal filing sets, minature or foil-size, covering 
alfdiabetic, numeric, stibject, and geographic filing 
Guides, folders, letter trays, sorting trays, and visable 
index equipment 
Out casrds 

Optional Equii^nt 

The it&is listed here cmild be purdiased or rented depending 
t^on the availability of funds. The presence of these machines in the 
classroom will unquestionably make for a more coaprehensive learning 
experience, even if they are rented for only a few weeks during the 
school year. 

Posting and/or accounting machine 

Keypunch machine 

Telei^one switchbr^^ 

Collator 

Folding machine 

Addressing machine 

Justowriter 

Flexowriter 

Electrcmic facsimile copier 

Varityper 

Postage meter 

Osspulyper 

Add-f'unch 

Teadier Station 

1 Teacher* s desk, dot&le pedestal 
1 Teacher's chair 
1 Legal file, two drawer, with lode 
1 IteBKmstratlcm stand 



Generous Bulletin hoard space 
Adequate chalk&oard space 
Generous storage cabinets for svqpplies 
2 Wastepi^er baskets 

1 Paper cutter 

2 Paper sti^lers— 1, heavy duty, 1 electric 

1 Coabinatim time and date stai^ or separate tine and date 
stasips 

1 Paper pundi for three-ring binder 
1 Interval tiaer 
1 Stop watch 
1 Postage scale 
1 Staple re&owr 

1 Nu^ering machine 

Utility Bquita^t 

2 Tables, 30x6(bc29 inches high, laasniite or plastic top 
1 Overhead projector 

1 TflqM recorder 

1 Pencil shaz 9^er 

1 Sink with sosp dispodser 

1 RecordplflEyer 

1 Piq>er towel dispenser 

2 Scissors 

Instructional Tapes 

Self-instructional t^pes are recc^iBMided for use with dictating- 
transcribing equijnaent , typewriting equipment, and the card punch 
nachine. 

Supplies 

Sillies for dassroos use should include such items as 
Stencils, master sets, paper suitable for duplicating equipaent 
available, and ribbons for typewriters, adding-calculating and 
other sachines 

Cleaning si^tplies 
Stencil inks and/or paste 
Tapes for tape recorder 

Belts, disks, tapes and/or cassettes for transcription equipment 
Correction fluid 

^^ng and calculating machine paper tap^ 
Siq>plie8 related to the various duplicating processes 
(These Sillies are not alwayii interchangeable fron one 
process to arother.) 

Basic Textbooks 
Typewriting 
Filing 
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Basic Textbooks (ContM) 

Operator aanisals for basic office machines 
General secretarial practices and procedures 
Teadier made, aiployer aade« or pi&lisher developed workbooks, 
of basic aiath^»tics probleas to be solved with the various 
business ouchines 

Reference Texts 

Dictionaries, 20 desk-type 

Dicticmary, unabridged, with stand 

Atlas 

AlBanacs 

City directory 

Telephone directory 

Biogri^)hical directories 

Thesaurus 

U.S. postal manual 
Etiqt^tte book 
Timetables 

Secretarial handbooks 
Book of quotati«is 
Style manuals 
Hotel guide/Motel guide 

Practice Sets 

One or more practice sets or teacher developed materials should 
be available to give studflnts the experience of a functioning office. 

Job Instructiwi Sheets 

Individualized instruction may be provided by the teacher who 
is willing to develop jd> instruction sheets for her students to use 
in processes conducive to drill or skill develoi^ient* Three sample 
job instruction sheets have been provided at the end of ^e i^Mhiles 
on the Full Keyboard Adding-Listing Machine, Duplicating, and Filing. 



aiAPTER III 



OF INSTWKH'K^ 



Several instructicmal modes are feasible and potentially effective 
for a course such as Secretarial Practice. '♦Traditional modes are not 
necessarily either the best or the worst for any given purpose. What is 
needed in each case is thoughtfttl design and s^nag^ent of the learning 
environment. This requires decisions that matdi the requir^nts of the 
conditions of learning in each case with the available media and their 
characteristics."^ 

Hie various modes as listed by GagnS are readily recognized: 



Other authors use these and/or other teiros to describe mode or method 
of instniction. Merle B. Karnes, Professor of Special Educatim* Institute 
for Research on Excepticmal Oiildren, University of Illinois, makes the 
following suggestions with respect to learning 

. A maltisensory approach would toad to indicate that a more 

concrete type learning experience has been accooplished. 
• Much respcmsibility is placed «i the teacher to differentiate 

instructi(ai to meet the student's specific needs. 
. Interesting materials and the possibility of success will tend 

to make the learner's attenticm span more adequate. 
. Repetitioi may be needed to reinforce learning; overleaming 

ciHild be^a^ especially important. 
. Knowledge i»i$t be us^ in meaningful contexts. 
. Activities should be chosen care:folly so that success is 

possible ai^ that a minimum oKnint of time is r^uir^ for the 

cospleti(m of a task. 
. Rec(^iti<m of c<»apetition is necessary and is important to 

encourage fiiture efforts. 
. Better resp<nise can be expected to iffliediate goals than to 

delayed ones. 

. Students must see a reason here and now for engaging in a task. 
. Opportunities are needed to practice language by talking ab<mt 
firsthand experioices involving 
What student has seen 
What student has heard 
What student has done 
Miat student plans to do 
. The greater the facility in tbe use of words, the more 

effective a sti^^t's thinking will becose. 
. Teachers must accept standards for what they are ai^ provide 
a warm friendly a^sphere where stt^ents feel seonre and have 
a sense of belonging. 



1 R^ert M. Gagnd. The Conditions of Learning. New York: Holt, Rinehart, 

and Winston, Inc., 1964, p. 295. 

2 Merle B. Karnes. NEA Journal, April, 1970. 
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Directions must be very specific and definite; and consideration 
must be given as to how many directions can be given at one time. 
As indicated earlier. Secretarial Practice presents endless oppor- 
tmiities to use many modes of instruction. As the teacher seeks to develop 
and refine shorthand dictation and transcription skills, group dictation 
lecture, laboratory (including taped dictation and teacher demonstration). 

f"*^ homework are the common modes. The design of the instruction 
should be planned in advance and. of course, modified according to class 
needs. Remedial shorthand instruction might be provided through personal 
tutoring or with the use of previously recorded dictation. 

Group modes will be more cmon as the teacher covers the content of 
Level I in most of the instructional modules. However, as students pro- 
gress to the succeeding achievement levels, there will probably be less 
need for lecture and recitation and more discussion (for transfer), indi- 
vidual study and tutoring. At Level III independent study, directed and 
simulated work experience will be ©nphasized. 

Obviously, as the student reaches the higher levels of content, he 
should be expected increasingly to work on his om\ with less and less 
teacher supervision. 

^«)TIVATIONAL PROCEDURES 

Within the framework of Gagn^'s six basic modes of instruction, it is 
possible to use a variety of motivational procedures familiar to students 
and teachers of business education. 

Role Playing . Especially important to students is the opportunity to 
engage in role playing for the purpose of creating awareness of acceptable 
office behavior. Role playing will be found to be a most effective 
teaching technique when covering aspects of the content of the human 
relations module. Role playing is an excellent means for stimulating dis- 
cussion or for demonstration in a laboratory situation. 

Case Study . This procedure, while developing much the same result 
as role playing, probably requires less time for preparation on the part 
of students. In fact, to consolidate points made in a previous discussion, 
a case study created by the teacher, a student, or the combination of the 
two, can be manufactured on the spot. More practical, however, is selecting 
frMi the many case studies available those n^ich introduce, review, or 
develop further those concepts under consideration. The case study, like 
role playing, is particularly applicable in covering many of the topical 
details included in the hxman relaticms module. 

Contract , Project . Hie contract or project instructional procedures 
fall within Gagn^'s definition of the laboratory or homework modes of 
instruction. The contract method has the very great advantage of per- 
mitting the student to see a total task laid out before him. He can then 
plan his work so that it can be acct^lished within a given time frame. 
Hie contract procedure has the added advantages of self-pacing and giving 
the student considerable satisfaction as he completes one contract and 
moves to another. 

DeiiK?nstration . Deuwnstration, which can be classed as a laboratory 
procedure, is especially desirable in presenting an overview of equipment 
to be used. A demons trati (Mi of adding/ calculating equijf^ent. for example, 
will serve to point up similarities and differences among various machines 
as well as unique tediniques in its operation. A demonstration by a sales 
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representative is also an excellent aethod for giving students the 
opportunity ^o see new machines available on the market or equipment not 
available in the classroc^. 

Demonstration for operatiw of equipment is best given before small 
groiq>s and, whenever possible, by bringing the students into the demon- 
stration. Teacher and/or student demonstration, acconpanied by instruct 
tion or operation breakdown reference sheets gives the student both the 
opportunity to observe the operation visually and to follow the printed 
job breakdown step by step. 

Independent Study . This procedure is becoming increasingly important 
as our schools strive to provide better opportunities for students to pro- 
gress at their own rate and style. Improved library facilities, audio- 
visual media, and resource centers designed for independent learning and 
practice apart from the assigned class period are all contributing to the 
possibilities for maximizinj student achievement. Students can be guided 
to references and directed toward research activities relating to specific 
topics under discussion, or, through the use of job instruction sheets, a 
btkly of kncn^ledge absorbed or a series of activities acc<HBpli$hed with 
minimal teacher assistance. With this instructional procedure, the 
teacher assta^s the role of guide — providing routes and directions to var- 
ious learning resources, suggesting steps to be taken as the student pro- 
gresses tcward his goal, and observing the student to make certain that 
steps and procedures are properly followed. 

Independent study can be very useful in a course such as Secretarial 
Practice ii^ere students mpy have a wide divergence of preparaticm. 
S<»e students entering Secretarial Practice will need remedial instruction 
in written and oral osamunication, typewriting, English medianics, spelling, 
and shorthand. Independent study can be used to acccraplish much of this 
remedial work without requiring the participation of the entire class. 

All Secretarial Practice teadters will undoti&tedly use independent 
study as a mesats for motivating students to their best effort and for 
achieving many of the expected behavioral outcc^s. 

Programmed Le anting . Programied learning materials may be used as 
a means for independent stt;^y, for tutoring, or hon^vork, or perhaps in 
a laboratory setting as a means of stimilating discussion. 

Seme programed learning materials are designed primarily for new 
learning while others are more useful for remedial Instruction. The 
advantage of many programmed materials is the immediate opportunity for 
students to see their progi^ss through built-in checking devices. Many 
stt^ents find programmed ins.tructi<m extremely challenging and mentally 
stimulating. 

Brainstorming . Brainstorming is a procedure effective in a laboratory 
or discussion setting for generating maximim student participation on a 
given topic. The object in a brainstorming session is for students to 
speak freely so as to generate as many ideas as possible within a pre- 
scribed time. This procedure is used widely in business to elicit 
maximuB contributions fr«a all m«B!>ers of the grotxp and to stimulate new 
approadies to pr(^l^ sitttati(»is. 

Operation Breakdwn or Jcb Ins true ti<m Sheets . The job instruction 
sheet, a by-product of analysis of business operations and procedures, is 
particularly suited to a course sudi as Secretarial Practice, where 
students are apt to be engaged in a variety of class activities. 
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Where does the teacher secure operation breakdowns? A volxme of 

i"* sheets is available fr<» the Bureau of Business Edu- 

? f?? and secretarial practice. Based rnxm the 

ii^S^ules! ^'^^^ included in the various instruc- 

v«^i«^r?*^"^T"^ manufacturers also include such instructions with 

equipaent. It is recognized, however, that the teacher 

:b%aL'':hrbL%^%^^^^^^^^ « P-^^-^- ^achlnrior 

A teadier need not be overcome at the tho»;«ht of preparine breakdowns 
b^^SLT^j; ^r''*^' performed in the classrSSm. If^ ftm^^a^T 
^^^S °? procedures or operations which he and the students find 

^ considerable gains in student efficiency, class- 

r^ c«itrol md student satisfaction. If this procedure is recited 
annually, and lAenever new equii^ient is purchased, the teacher will in 
time have breakdowns appropriate for the entire course. 

Flowcharting. This instructional procedure is appearing increasingly 
as a means for helping to present visually the sequence of a series of 
activities or events. Symbols, representing activity, decision, equiptoent. 
input, output, typo of operaticm. etc.. are used to picture flow of d^ 
through a system, its source and destinatiai. and the sequence of operations 
in between. Flowcharting is used extensively in businesS in connectiai 
with work simplification and methods and procedure analysis. Teachers will 
find the flowchart very usefUl to present to a class an overview of a Job 
involving a sequence of operations and the "flow" of materials and respon- 
sibilities from one worker to another. 

^ .2ffi£l Simulation. Ideally, every student of office education should 
be given soie opportunity to integrate his knowledge and skills as a 
functioning »Aole in an actual or simulated job experience. Some teachers, 
recognizing this need, assign students regularly to selected faculty 
mwibers whose responsibilities warrant the part-time service of a steno- 
gra^er. Other schools may prefer to organize part-time cooperative work 
experience in the offices of local business establishments. A more exten- 
sive program is presented in a separate Department pifljlication. 

■Hie "In Basket/Out Basket" and office simulation organizational 
patterns are so important to teachers of Secretarial Practice that they are 
described fully in a succeeding chapter of this syllabus. 

Hie (Avious advantage of each of the procedures described briefly 
above, is the opportunity for students to organize their work, be faced 
with decisions as to work priorities, and to encounter sm of the inter- 
locking routines faced in any functioning office. 
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CHAPTER IV 



CLASSR(X»{ MANACEMENT 

The work conducted in the Secretarial Practice classroom should include 
regular dictation and transcription of all kinds of office material. 
Letters, speeches, interoffice memoranduas , instructions to employees and 
many other such types of material should be dictated to pupils. Provision 
should also be made for regular speed and accuracy building exercises in 
both shorthand and typewriting. As the course progresses, office-style 
dictation should become a regular part of the classroom dictation/tran- 
scription practice. 

If the subject is taught on a basis which requires out-of-class 
assignments, it is important that this work be assigned on a regular basis 
and Include activities which emphasize punctuality, accuracy, neatness, 
thoroughness and other similar characteristics associated with top office 
performance . 

Regular periodic testing should also be conducted so that pupil pro- 
gress from one level to smother in an instmctional module is clearly 
evident to both pupil and teacher. 

PRETESTING 

Because the content of Secretarial Practice is arranged on achievement 
levels, wherever possible the teacher should use a pretest to help to 
identify the status of the pupil *s develcqsaent. For the typewriting, 
shorthand, adding/calculating machine modules, pretesting is particularly 
desirable for helping the teacher assess r^iedlal teaching that will be 
necessary. A variety of appropriate material is available from commercial 
publishers that will assist the teacher in pretesting. 

POST - TESTING 

Students will be progressing at various rates in the several content 
areas arid testing of achievsnent will necessarily be Staggered at each 
pupil's point of readiness. Obviously, testing should not be scheduled 
every class day or the teacher will be inundated with these details. It is 
suggested, however, that at least one day every other week be set aside as 
"potential" testing days, this should relieve the teacher of the constant 
routine of testing and also motivate students to a point of readiness to 
moet the test schedule. 

The philosophy emj^asized in this syllabus is that achieve^nt stan- 
dards be clearly evident to students for ^ach level of content but that 
the time span needed by individual students to attain these standards be 
flexible. Obviously teachers may be required occasionally to prod some 
students toward maintaining a production schedule. The secret will be 
in the teacher's ^ility to plan a work sdiedule with each student c«b- 
mensurate with his abilities and to motivate his maximum effort toward 
achievement of mutually accepted achievement goals. 
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DICTATION AND TRANSCRIPTION 



secre?^ S^v^'^S^'"*? transcription are frequent duties in the 
J^n!^ J^f ^^^l P*'i«* provide s(»)e opportunity for 

if to b^a^Hhi""? development of these skills. An excellSj^^dSS 
either S5^?„J^f^'/*^ f*? dictating s«ae material to be trSnscriSS2 
tt 11 during the class period or as an outside assignment. Hiis aaterial 
should be varied, representing as broadly as possiblfthS range of 
aaterial encountered in typical secretarial dictation 

reco'-Sf ^ JhTL^JTr**^ dictation are available, including tapes and 
J^! practice teacher should seek to develop a library 

^.S^rS^d r*!f P^^^* may use on a ll^ ?LL foJ^ 

^t^^^f^ dictation and transcription. Several c<^anies will 

S^hf cSu«e%?J^sses!^''°" ""^^''^'^ 



BUILDING PUPIL SCHEDULES 



A great deal of the learning in Secretarial Practice will take olace 
^te^i c''"?^2! ^^'^ self.paced individual 1^5 meS^? »5 

ll .S^'^^S learning activities can best be scheduled as a totSl 
class activity, and the teacher will periodically be called upon to 
interrupt pupils to interject suggestUs for whkt has becUrc^n pro- 

uJ^T^¥^^^,l^^^^^ ^ several .of the modules may coiceivablv be 

If^nt f activities. TT.e battery piriS^Swelli^t^Sc- 

tion on a groi^ basis involving all pupils cm the saae project or type of 
equii^ent at the sa^ time. After L^vel I has been readied in ?Je iTcS^. 
tent areas, the teacher will be called ujxmi to help each pi»il plan a 
course of action with respect to the content areas that isloapatible with 
the pupil's jd) objectives, interests and abilities. At this^int the 
teacher shwild endeavor to map a course of action for each student. takin« 

STUDENT REFERENCE NOTEBOOK 

It is suggested that throughout the year each student be required to 
develop an office reference manual or notebook. As e&cii topic is covered, 
pertinent facts should be typed and added to the manual so tiiat students 
may have a basis for review as well as a reference voIujm for possible 
use once on a job. i#wM*u*o 

Several excellent secretarial handbooks are available frwi ccsaaercial 
px&lishers, and students should have one or more of these references to 
handle a variety of rcHitine questions. The student-developed manual should, 
however, bjcsme a c(»pilati<m of facts relating to secretarial practices 
and procedures garnered from a variety of sources as well as teacher hints 
provided throughout the year. 

Suggested major areas of content for such a list is presented below: 
Office Procedtores 
Filing rules 

Sti^gestions for handling mai l 
Receptionist duties 
How to plan an itinerary 
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• Office Procedures Ccont*d) 
Duties of a seoret&ry 

How to plan a tabulation 

Procedures for maintaining a checking account 

Payroll pro^dures 

Incoise tax hints 

• Transcription Hints 

Letter and oivelope fores, notations of special services 

Rules of punctuatlmi and gramtar 

Spelling deaons 

Guide to reference aaterials 

. Business Madiines 
Operating teduiiques 
Autoiiated data processing teres 

. Interview and the Job 

Form for letter of s^lication 
Data sheet 

Preparing for an interview 
Sowrces of job information 
Hints for success 

QomsnckTim skills 

The secretarial practice teacher recognises that skill in language 
is the sost basic business tool. Hie secretary is primarily a eooa&micator* 
orally, in writing, or- by telei^ione. CoBBsmi cation skill is equally 
important to all pupils. It has been demmstrated that, generally, 
superiority in language skills is the distinguishing achiev^MUt between 
st^cess or failure in a large majority of ocoqpations . Every high sdiool 
course can make a cmtribution in this area if a c<mcerted effort is made 
by the total sdiool faculty. 

Pi^ils will make the i«>st effective use of their class tim if they 
have already learned standardized language mechanics. A coordination of 
what has previously been taught in other classes with what is roAilred in 
business should be the ^x^rative effort of the m^ers of the faculty. 
Obviously, a major resposisibility of the teadier of Secretarial Practice 
will be to diagnose weaknesses in pi^il CCTmnicatim skills and plan 
remedial activities designed to help eadi student with her particular pro- 
blems. Even at the end of the school year, soam students will be less 
ia>le in the a^Btmication skills than others. Students sust be helped to 
recognize certain areas of weakness and to rely, wherever possible, on 
aids and references that will be of assistance. Secretarial Practice 
should instill in ptq[>ils an interest in learning and in discovering new 
bits of information, pertinent knowledge, and facts that are characteristic 
of the working resources of an effective secretary. 
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SAHPLE STUDENT SELF-EVALUATION SCALE 



1. Are you Interested In office work? 

2. Are you relaxed while working? 

3. Are you In good tealth? 

4. Are you alert? 

5. Have you a sense of himor? 

6. Do you work well with others? 

7. Is your shorthand satisfactory? 

8. uo you verify and correct dictated material? 

9. Is your typewriting satisfactory? 

10. Do you check your work? 

11. Can you erase properly? 

12. Do you know proper mailing procechires? 

13. Do you know postal rul^ and rates? 

14. Can you do production jobs? 

15. Do you know corrwt Imlexlng and filing proceAires? 

16. Can you handle supplies effectively? 

17. Are you a good office Nnisekeeper? 

18. Can you ^t the public? 

19. Is your telephorw ^nner a pleasant one? 

20. Do you use proper telephone techniques? 

21. Do you understami banklr^ practices? 

22. Can you arrange ywir e^loyer's wrk effectively? 

23. Can you diplomatically protect your eomloyer from 

Interruption? 

24. Are you aware of the necessity for econoi^ In the office? 

25. Are you systematic? 

26. Are you familiar with the use of charts ami graphs? 

27. Are you familiar with manuscript typing rules? 

28. Are you tactful? 

29. Can you use reference books effectively? 

30. Can you accept responsibility and authority? 



L-19 



Simple Student Self-Evaluation Scale (continued) 



31. Can you accept criticism constructively? 

32. Is your graffiraar, punctuation, and spelling what It 

should be? 

33. Do you use the dictionary? 

34. Are you aware of proper capitalization, abbreviation, 

aiKi mifl^rlc rules? 

35. Do you strive to Improve your vocabulary? 

36. Can you avoid the use of stereotyped expressions? 

37. Are y(Mj familiar witii synonyns and antor^yms? 

38. Can you follow directions? 

39. Can you compose a business letter? 

40. Do you understand proofreading? 

41. Can y(HJ take and transcribe mimttes of a toting? 

42. Can you type a tabulated report? 

43. Can you prepare for a business meeting? 

44. Can you schedule your work according to priorities? 

45. Do you know the importamie of confidence In the office? 

46. Can you be loyal to an en^loyer? 

47. Can you work under pressure? 

48. Do you know the Importance of punctuality? 

49. Are you aware of rules for keeping the office running 

smoothly? 

50. [to you realize the 1nq)ortance of self Improvement? 
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SAN>LE PERSONM. DATA St^H 

(toiBfi ^ 

Address 

Type of e^loyment desired 
Personal data: 

Age 

Height 

Education: 

Hign School 

College 

Other 

Experience: 

Efl|}lQyer _____ 
l^tles from to 

Efl^loyer ^ _^ 

Duties fron to 

References: 

1. 



2. 



3. 



Other qualifications: 



Telephone 



Harltal Status 
Weight 
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smu mm for follw-up 

PERSCm INFOMTn^ SKEH 

Nime Date 

Present address 

Engloyroent ; 
Guployer 

Address of e^lcyer 

Your duties or title _^ 

Es^loyiaent dates - from ^ to 

Education; Since attemtlr^ High school — 

School 

Address of school 

Course Period of attendance 

General Informatloni 

Salary or wage you receive (gross) ________ 

How do you like office work now you are employed? 



Your cffliments on the education you received at school, pro-con, 

or both. (Areas you felt valuable, useless, etc.) 
Do you feel Information given In sch(K)l r^ardlng Job appllcatlcm. Interviews, 
resume, and application forms, etc. was valuable? 

Yes No 

If yes, please check one you feel most beneflctal: 

Class discussions 

Film strips _____ 
Textbooks 

Brochures on Job Interviews 

Role playing 
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Illinois 60611. 
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